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25 July 1953

MEMORANDY PON:  Acidng Deputy UVirector (Adminisiration)
SUBSCT +  Geneprsl Services

1. PRI H.-=Consideration of proposal contained ih memorandum dated
22 Jaly 1953 (Appendix 4), o abelish ihe Gemeral Services Lillce
and transfer the Space, daintensnce and Facilitdes Uivision =nd
the Printing and heproductiep IMvision w0 the Logisties Oilice
and the Heeords Jerviees Nivision o the Comptrollerts Uifice.

{a) M™at the pars-mild tary function of CfA will contime w be
performed within the agency and will contimue %o require
loristical smpport.

(b) hat the efficieney of operation of the Usneral services
Of fice has been sa'lisfaciory.

{e) That the reasons for the considsrntion of the propesal wrei
(1) rossible econonies.

{(2) vhysical reloeation of the General Services Jifice in
space contigupue 0 the Logistles Oifice.

{3; rore efficlent operation.

(d) ™at sound organizational concepts will serve as the tasis lor
& (i&iﬁi&‘

3¢ VAL SIARING QN THY PHRUMLEM.w-

(a) The Director stated on 8 Hay 1953 ot the Tenth Agency _rienation
Course that the pessible ‘ransfer of the pars-military function
from CIA to the Depariment of Defenge was under eonsideration.
The Acting DB/A has stated that no decision has been made eon-
cerning this matter.

(b) he functioms of the Uemeral “ervices Uffice are as follows:

(1) PRINTING AUVIBUIY STAFF - Hespocsible for the review of
Agency pablications, advising on the format and ropro-
duetion of intellipence and Foliiical and Psycholozical
“arfare materiale.
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(2) SPAcE, SANTRARCE ARG FACILITILS DIViSIUE - Responsible
for space scquisition, utﬁinat&m, p‘meIng andl apsirn-
ment and the fugnishing of motor pool and telephone
services in the departmental ares.

(3) PRINTING AND REPRODUCTION DIVISICH - sespensible for the
performance of priniing and reproduction services for
departmen tal activities and the procurement of such
services fyom the Oovernment Printing Office and other
overnment ‘geneics as required.

(L) LEUORDS SIBVICEE DIVISIUN « Hesponsible for records surveys;
‘ 1 erd s gram; forms, correspondence, and
adminigtrative reports control; standsrdisation of filing
equipment snd smsprlies; establishment and maintenance of
an Agency Filing Indexj operation of an Agency lLecords
Ceanterj reeeipt, dispatch, and dietribution of mail; and
the operation of mechamical faciliiies for the cconomical
maintenanee of yecerd data and preparation of reports and
other information required from such records.

{(¢) The Printing Advisory Staff, which has been in existence only
since 2 Februsry 1953, has surveyed the NIS andllllluilics-25X1A7a
tions and 1ts recommendations will result in substantial in-
provements and inereased efiiciemcy in the method of processing
these reports; and, in the case of the [l publicatlons, 12 55vqa75
s tady will result in an estimated saving of 359,000 mnrually.

(d) During the fiseal year 1953 the Goneral Services Uffige acquired
427,676 square feet and agreed to relesse 135,028 square feel of
effice and warehouse space and 1s presently responslble for the
everation and main¥nance of a tal of approximately 1,322,5i0
square feet of spage im 3l differsnt tuildings. The performance
of ‘he space sequisi tlon, utilization, and assignment activity
has been efiiefient, and the assigrnment and utilisation ol the
reeently acquired space was approved by the Aeting DD/A on
30 Jume 1953, Basett upon present personnel ceiling liumitstiens
regently impesed Ly Congress, the Agency now has all of the gpace
it will requive for futare operations. The felephone and molor
pool services have been performed efiieciently in thai we have
not had any eriticdsms or couplainis reparding these servicee.

(e} "he rriniing and Leproduction Division has perfermed a very
efficient job, having produced a total of 110,109,924 iwpreseions
during the past fiscal year, sd the General Services Offlioe
has received mumerous commendations for 1ts work.

- z -
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{£) e Records Serwices llivisien nhas, under ihe General 3ervices

{g)

{u)

Ufi'ice, for *he first time in ‘he Avency esisblished an arency~
wide records program, which is now in operation and ls ic be
igproved in accerdange with existing plans. This prograa will
eventaally result in cconcmies estimated at 300,000 anmually

in awoiding the purchase of filing equipment, snd the opersiian
of an Aponcy Negords®Center, w:ich has been proposed, will
ropresent a total saving of aspproximately $1,000,000. In a
recent rogords survey of the operations of ‘he Hecords Inle-
gpation Staff, Poreign [ntellirence Staff, "D/¢, recomsendations
were made which, if s proved, will resul’ in the abollshment of
sppracimately 143 positions and in a savings esiimated at
$$29,100, The training offCIA es-loyees in the fleld of
records management during the past fiscal yesr was highly
praised by the Director of Traiming and hiz subordinates, =nd
amy expressions of mprecistion were received {rom personrel
who a'tended the course, An Agency Filing Index manual is nearly
emple ted, an improved correspondence mamial is now in process,
an! within $e mcxt fow months a marmal will be prepared and
igeusd on the forms and adsinistrative reports econtrol programe.
In addition, specialized training courses in each of the fields
of records mmageaent are intended to Le offered for irea hecards
Of{icers and other imerested persormel., e Yital Materizls
deyosiis t© date consist of nearly 8,000,000 docusrmtis which
have been deposited under the supervision and management of

the Hecords Services ivision. The HMachine Records Branch of
the Records Serwices ivisien is maintaining record inforaation
for the Comptroller's, logisiics, Persommel, Jemeral Services,
and Training Offices, and is now planning several projecis of
sperational data as requested by the FI 3taff, 00/°, and the
Gffice of Commnicadons. ¥e have regelved numercus comendations
for the support givem by this activity, wost of which have been
verbal, =nd we heve received no criticisms or complainits o) ay
description regarding the efiicicmey of its operation.

mringy the {iseal year 1953 :he Genersl Services Office received
an exac’ total of 50 written comnendstions for services which

it has perforned. Hauy other commends:lons no: reduced fo writing
have been receiwed.

e orly spparent economy that could be eifceted by 'be propesal
weuld be the comnsideration i wleven {11) posiiions in the Uffice
of the (hief, Genersl -ervices. Three (3; of thesc pomitions are
in the Printing tdvisory Staff, which should econtime to© exist
regardlsse ol lecatlen, UNeeause of the nature and sensitivity of
the work handled by the activities of Teneral Services, particulariy
ae Printing and Heppoductien Division, the Hachine Leocords Branch,
an’ the Agency Records Center, a full time hysical Seenrity Ufticer
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would be reguired in sny case © maintain and isprove the

sequrity of these facilitles. The distribution of 25X9A2
esployce positions woald still continue v require aWine

jstrative supervisiom, processing of personnel actions, €'Ce,

and this could hardly be done with less than *he ong indivi-ual

whe is now performing 'his function. (ne other additionsl

position exists in the T7/0 for this purpese, tut is not now

and will not be filled, The one employce who iz now periorme

ing the func’ion of Hne and attendance and mail lopging and

distritn tion could hardly be eliminated, The other pogitlions,

consis ting of the Chief and Leputy Chief, mnd their secer: taries,

would undoubtedly be replaced in, the Uffices receiviny the

functions by staff persomnel who world apsmme the responsibility

for full iime supervision and sdministrative details now polr=

formed by ‘de individuals occupying these posi tions. The supere
vigion of eaployscs is a major one and the diversiiy of 25X9A2
resporsibdli ty and funcilons requires individuals possessing
experience in these ficlds.

(1) I% is impossible under lbe present conditions o physically
locate ‘he Oeneral Bervices Uffice in space gontigueus to ne
Logisties Uffice withwt anressonably and unneeessarily dis-
mrbing other aetivities now occupying space in uarters Tice
If this were possible, our present plans would include such
displacenents in order 'o relocate all of the setivities of
the Lomisties Office in tusrters iye, which is not now poscible.

{j) It is hard to visuallze how more ef ‘icient operations couls Le
effected, The Crief and Deputy ihief, General seyvices, are
ceans tantly reviewing nethods and procedures of operation and
maintain sn improvemsnti program for each setivity of the General
Services Uffices Substantisl lmprovements in many regpects have
been made and are planned to be made during the current fiseal
year. The sccomplishaentis snd objeetdives report now in proces
of preparation will supply additional detalls mol gontained in
this studye L% is believed that e resssisnment of these
fanetions would resauli in the lack of centimlty of ‘he Drorrens
alrealy established.

(k) " basis of scund organization incorporates the following
principles:

(1) ™e placing oi Mke Tuncilons 'oge ther under a eomaon
suHervisor.

(2) consideration of the centrslization of muthority reguired
0 perform assigned regponsiblli ties.

(3) Consideration of 'hr ares of respossibility, conlaeus, =nc
r+lationshipse

¥
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(1)

(m)

{n)

(o}

(k) The need for unlty of comaand.
(%) Consideration of the span of control required %o be exeruiseds

e logistdcs AfTice was organised and consiituted primazily

for the purpose of mupporting fisld activities. Vebater deiires
"logistics" sa "that branch of the military art which embraces
the detalls of the transport, quartering, and supply of troope.”
e luzmﬂca Uffice, as now corstitated, includes these respon-
sibillties.

The General Services Uffice was organised and constlwuted primarily
for the support of departmenial activiiies performing intellizsnce,
operationsl, ad adminietrative funciions,

The Departaent of State has recognised the division of tepwr imenial
support and £ield support in the ereation and existence of ‘hie
Yvision of Cemtral Services, which iz respensivle for depsrte
mentel space, sapply, telephone, reprodnetion, and other scivities
sizilar to those performed by the Cenersl Services Office; and :
the Foreign Buildings Operatioms, which is responsible for sc-
quisi tion and menagement of all real property outside the coparte
mental area, primsrily in foreign countries.

e Lepartment of the Army in the Department of Defense has recoq-
nized the division of departmental &< field responsibllity in
that the Adminigirative Assistant to the Seeretary of the jrmy

is responsible for deparimemtal space, supply, recowis managem:nt,
and other similar fupctions) responsibility for field support is
placed with the Techmical Services, i.c., (marternaster, Ingincers,
Urdnance, Chemienl “arfare, Signal Corps, cte.

be UISCUSSLONeme

{a)

(v)

in mgust, 1952, vhep the Dra.sportation and keal isiate and
Construc tion fumctiops wore transferred from Admirdstrative
Service (now the Censral Serviess Yffice) to the Procurement

and Supply Offige (new the loglstics Cffice), the concept, as
deseribed by the Acting DI/A, upon which these changes were
effenteod was that the now existing logisties 0ffice would exist
prinsrily for ficld support and the General Services uifice
primarily for departacntal supporte These organizational chanpes
were sound and logleal and were in keeping with experiemce of
other Govermeent opartments, particularly that of the Lepartsent
of the ATy o

The only function now performed in “he Lopgisties Jofice wideh is
& departmental support responsibtiliiy is that of depertmental
supplye On several eccasions [ have personally discussed’ the

- b -
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(e)

(d)

(e)

{5

possible transfer of thds funcllom to ‘the General Services
Office with the Acting DD/A snd the Chief, lLogistics Uflice,
wbieh would provide improved, efficient snd more economical
operation. This proposal wes spparently not seriounsly cone
gidered in view of the fact that no action has been taken.

e propesal considered herein to sbolish the General Services
Ofrice and to transfer its acidvities to the Compiveller's and
logistics Offices would break down the concep? of division of
departaental and field support by the of these
maponeidili tieg. Such organisation would, in my opinlon,
repfesent over-gentynlization. The supervision of these
siministrative sctivi ties would become more complex, snd
wndeubtedly would result in greater cost, greater delsys in
accomplishing objectives, and reduced efliclency as the iirect
result of evereeentpnlization. This contention is borne out
in a report to the President by the President's Advisory

Commd ttee on Management in December, 1952, by the following
statenents

"ixperiense with prewar cfforts W improve the pro-
fespional qualily of housekeeping serviees sexiliary
to all Gevernment operations, bWy consplidsting esch
of the maln services under single jurisdictions, lad
to distillusion.”

Be activities which you propose to tramsler o the Logistics
Office arve not truly relaled to the furciions now perforaed
there. The teghnicdl swpport required in compeeiion with the
deparimental space aciivily isy and by law mmst be, obiained
from the Publiec Buildings Service, Senersl Services idmin-
istenilon; and there is no duplicailon of responsibility,
oontacts, ner relationships in the performance of the space
and mainienance fundgtions now in the Gencral Servieces YLlice.
In sddltion, competent supervisors wiih technlical education and
mouledge are now supervising these functions in the Jeneral
Services Uffice.

The functions of the Priniing and Heproductlon Iivision are

o tally unyelated to loglstics functions. All of the work
performed by this Division, with the exeeption of PP: printing,
ieg done in the suppert of departmental sctivities. ~robably
8C per cent of the work is done in suppert of intelligence
activities under the /I and the other 20 per cent in support
of departmental 3/A and W/P sctivities.

The use of the word "imarement” in congidering the functions
of the Hecords Pervices Division confuses “hecords Hanagement”
with "Organication and Methods". '{magement may e applied ©
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any administrative activily, ineluding personnel aanagenent,
mdgetary amageneni, and many others. There is no moYe
relatipnghip between the Urganisation snd Hethods Service
under the Comptroller's &ffice and Records “ianagement than
there is between the Hedical, Personnel and Training Uffices,
all of which deal with msnagesent of the individeal employse.
is I understapd, Urgenization snd Hethods Sexvice is considered
to be a staff function, with no cperating responsibility,
dealing with all phases of administratien and intelligence.
heoords Mansgement is a speciality in the field of admine

Serviee. I should be remembered that previously the Records
vanagenent Branch belonged to 0CD and was transferred {rom
that Office to the former Administrative services Uffice (now
[ General Services Yffice) and there was no Ime or cry at that
- time that t is would duplicate or conflict with the functioms
of Q4. )

(g) The following statement is taken from the Task Force heport ou
pscords Mamagement prepared for The Commission on Organization
of the Exeeutive Branch of the Covernment (Hoover Commission)
written ir Jamary, 1949:

"In some ageneies, 1% has been sssumed that the
existence of more or less well-equipped planning
offices, methods ad procedure unitis, or managenent-
control staffs will in Hme at least rrovide the
required economies and improvements in records
management within the agency. This sssunpilon is
not warrsnted by the experiemce in the Govarnaent
to date, nor is it warramted by experience in lndusiry.
ixcep tions arc sufficiently liaited tc underscore the
fact that this assumption is homored more in the breach
than in the M”MQ'

The keeords Services Division is a facility that the Comptroller's
Ooffiee and the Organisation and Methods Service should utilize

in the performanee and furthersnce of thely work in the same
asner as every other aiministrative activily ander the Di/A is
atiliseds It is not nevessary that they contrel and supervise

in order to utilise ite As a matler of fact, sxperience in oiher
fovernment Agencies hag incicated, as substantiated by ithe siate-
ment quo ted above from sha Hoover Comsission Repord, that the
existence of these programs side by side under a2 cOmmOB superviser
leads to the over-esphssis of one and the lsgsening of the esphapis
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(h)

(1)

on the others Ihis is no: desirsble, as the existing law |
requires the establishment and maintenance of a full scale
regords program. To transfer this responsibility under the
Comptroller would pluce the Cowptroller in a pesitien of
perforaing an operational type of administreiive function
vhich, in the preview and mdit of the progrsm in the pere
formance of his funetion as Comptroller, he would be unlikely
to eritleize or recdmmend changes which might be necesssuy
end indicated. I(n &iditien, records services arc totally
unrelated to the performance of the budgetary and financial
funcions which belong to the Compirellers

The Machine iiegords Sranch of the leeords Services Livision
is now supporting asetivities throughout the ageney} and,
within the next iwo years, it ic expected that there wiil

be as many operstiomsl applications ¢f machine teclndques

to the maintaining of intelligzence data as there now oxist
in the adminietrative field. This acilivity therefore belongs
in & swoport unlt providieg apency-wide service, and i: has
no relationship w finanelal services,

L

25X1A6a

the physlecal location of the Leneral Services “Iiice in harbters
Bye is possible at 8 future date when the Teehnical Services
Staff is woved froam Luarters Lye to the snd

when it may be possible w0 obtein space in whieh 29X1A6a
way be used for relecsuiom of the Wi ivision of NN/P, now in
uarters Lye. The location of the Seneral Services Oflice in
Jararters Eye is impessible al thie tise.

(a)

(b)

{c)

There is a real need for the existence of the Genoral Services
Office as a sepsrate organi:stional unit baged upon sound
orpanizational concepts and functional responsibdlity.
¥xperience of other Covernment Deparduiaits supports this

Efiicienay of the operation of the existing Ceneral wervices
Mfice is apparently satisfaciory in view of 1ts aceumpliziaen is
during the fiseal yesr 1953 and, further, since nc s‘a‘eacnts

to the contrary have been made.

here does not appear ‘o be any justifieation or nesessity for
the abolitlen of the Cencral Services Office and the trensfer
of 1ts asetivities as proposed,
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6. PCTION HECOMAFNDFD.eeThas the General Services Uffice as presently
constituted, with functions as now assigned, remaln inlsect and
that ‘he responsibility for departmental supply be transferred
from the logistics Offiee to the (eneral Services Uffice.

/5/

25X1A%a
I -
Ctief, Generzl Services Office

ANKEKES ¢ . o ‘
Appendix . = cc Memo IR-i=361k dvd 22 July 53
from fcilmg DB/A

saalN [
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